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Module 11
Chapter 4

Entering a Formal Complaint

Chapter Overview

October 2005

Introduction This chapter explains the process of querying a pre-complaint and changing

Lg the status to a formal complaint. For example, a pre-complaint record was

previously initiated, and now the complainant wants to proceed to a formal
complaint. It describes the contents of each of the alternate regions and

taskflow buttons that store data throughout the process.
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Entering a Formal Complaint

Accessing the Complaints Window

Step

Action

1

Navigation Path — Complaints Tracking — EEO Complaints
Tracking — <Open>. The Find Complaints window opens to

either an existing complaint or enter a new complaint.
s Find ©

To query an existing pre-complaint record,
e Enter data in one of the top three data fields; or
e Enter more than one of the data fields and click <Find>.
Note:
e There may be more than one record for a complainant. If a
complainant has multiple records, it will be indicated in the
message bar at the bottom of the Complaints window.

Record: 1217 ... | Listof*alu...

e Use the Up and Down Arrow Keys to scroll through the
records to find the one you need.

e You can view all your records by using the LOV in the
Stage data field to make a selection. For example, if you
select:

e Pre-Complaint, all the Pre-Complaint records display.
e Formal Complaint, all the Formal Complaint records
display.

In the Complaints window, change the Stage data field by using
the LOV and selecting Formal Complaint. Notice the rest of the
Header remains the same.

Continued on next page
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Entering a Formal Complaint, continued

Completing the Formal Complaint Alternate Regions

Step Action

1 Click the Formal Complaint tab to invoke the alternate region
data fields.
Complainant T Pre-CompIaintT Pre-Complaint CounseIT Pre-Complaint C\osurel Ofﬁces] Farmal Complaintm

Dates
Farmal Cormplaint Filed r
Acknowledgement Letter IW
Clarification Letter li
Compl Resp to Clarification Letter li
Forwarded for Legal Review li
Returned from Legal li

Letter Type
Letter Date
Date Letter Received

Use the LOV to enter calendar dates in the data fields.
3 Save your work.

Click the Alternate Region button [I] to select the next Alternate
Region, e.g., the Investigation. And expose the remaining
Alternate Regions which are explained through out this chapter.
* Complainant
* Pre-Complaint
* Pre-Complaint Counsel
* Pre-Complaint Closure
* Dffices
* Formal Complaint
Ihvestigation <
Offer of Resaolution
Hearing
Final Action No Hearing
Final Action After Hearing
Civil Action
Consolidation

Closure

Class Action

Continued on next page
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Entering a Formal Complaint, continued

Investigation & Offer of
Resolution Region

Step Action
5 The Investigation region opens
Fre-Complaint Closure I OfﬁEEST Formal Cump\aiml \nvestigaliDnI Offer DfREBDIuiinnT Hearing .
Investigation Source |EYTETIE, r
Investigator Report of Investigation (ROI}
Date Requested |24-JAN-2003 Date Agency Received
Date Request Received |24-JAN-2003 Date CompkRep Received
Date Assigned (27 -JAN-2003
Investigation Options Letter
Date Started |28-JAN-2003 Options Letter Date
Date Ended [31-JAN 2003 Date ComplRep Received
Date Extended
Extension Description | Compl-Rep Response |Requested Final Decis
Enter required information in the Investigation Source data field.
7 Enter calendar dates in the remaining region data fields by using
the LOV or typing in the information.
8 Click the Offer of Resolution tab to invoke the alternate region
data fields.
9 The Offer of Resolution window opens
| Pre-Complaint Closure I Oﬁ’lcesT Faormal ComplaintT Investigationl Cffer DfResqutionl Hearing
Dates
Offer of Resolution
Compl-Rep Received
Date Compl-Rep Response
Signed
Corpl-Rep Response |
Description |
10 | Use the LOV to enter dates in the data fields and enter information
in the Compl-Rep Response and Description data fields.
11 Click the Hearing tab to invoke the alternate region data fields

Continued on next page
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Entering a Formal Complaint, continued

Hearing Region

Step

Action

12

The Hearing region opens
Pre-Complaint Closure I OFﬁcesT Formal ComplamtT In\restigationT Offer ufReaqution] Hearing_ﬂ

Date Hearing Reguested
Source of Hearing |
Date Agency Motified
Date Agency Forwarded Files ,7

Hearing Docket Mumber |

Date Hearing Completed

Decision

Date AJ Merit Decision |

Date Agency Recvd AJ Merit Decision

Decision

Date AJ CA Decision |

Date Agency Recvd AJ CA Decision

13

Enter dates and data in the data fields using the LOV or typing in
the information.

14

Click the Alternate Region button [I] to select the next Alternate
Region, e.g. Final Action No Hearing

Final Action No Hearing Region

Step

Action

15

The Final Action No Hearing region opens

Investigation T Offer of ResolutlonT HearmgT Final Action Mo Hearmg] Final Action After HearlngT Civil Act\on-z

FAD Source |
Dates Dates
FAD Reqguested Forwarded to Compl-Rep
EED Recvd FAD Reg Received by Compl-Rep
FAD Req Forwarded AG ’7 Implementation Ltr Forward to Org ,7

Agency Received Req Decision Forwarded for Legal
FAD Due Decision Receied from Legal

FAD Type [ Merit (B) " Compengatary Damages

™ Attomey Fees ™ Mon Compliance (D)

FAD Date Decision |

16

Enter dates and data in the data fields using the LOV or typing in
the information.

17

Click the Final Action After Hearing tab to invoke the alternate
region data fields

Continued on next page
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Entering a Formal Complaint, continued

Final Action After Hearing Region

Step Action
18 | The Final Action After Hearing region opens

Investigation T Offer of ResolutionT HearingT Final Action Mo Hearing] Final Action After HearingI Civil Act\onm

Final Action Source |

Dates

Final Action Due
Forwarded to Compl-Rep li
Received by Compl-Rep
Irmplementation Letter to Org
Decision Forwarded for Legal
Decision Received from Legal li

Final Action Date Decision

19 Enter dates and data in the data fields using the LOV or typing in
the information.

20 | Click the Civil Action tab to invoke the Alternate Region data

fields
Civil Action Region
Step Action
21 The Civil Action region opens.
Investigation I Offer ofResqutionI HearingT Final Action Mo Hearingl Final Action After HearingIEi'\'f'i'I”;&Et'iEﬁ

Civil Action Filed
Agency Motified
Agency Closure Confirmed

22 | Enter dates in the data fields using the LOV or typing in the
information.

23 Click the Alternate Region button [I] to select the next Alternate
Region, e.g. Consolidation

Continued on next page
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Entering a Formal Complaint, continued

Consolidation Region

Step

Action

24

The Consolidation region opens.

l Hearingl Final Action Mo Hearing I Final Action After Hearingl Civil Action l

nl Closure I Class Action l‘_
Recards in Set

Date Consolidated

Parent Docket Mumber |

Stage Consolidated |

Date Compl-Rep MNotified

Consolidation Descrigtion |

25

Enter dates and data in the data fields using the LOV or typing in
the information.

26

Click the Closure tab to invoke the Alternate Region data fields

Closure Region

Step

Action

27

The Closure Region opens

Date Cornplaint Closed

Final Action Closure |

Description

28

Enter dates and data in the data fields using the LOV or typing in
the information.

29

Click the Class Action tab to invoke Alternate Region data field.

Continued on next page
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Entering a Formal Complaint, continued

Class Action Class Actions:
Alte!’nate e Ifacase becomes a class action, check the Class Agent Flag in the
Region Pre-Complaints Area and fill out the class data accordingly.

e Ifthe case is later deemed NOT to be a class action, remove the class
Agent Flag (Pre-Complaints Area) but leave the data entered in the
class section for history.

Step Action
30 | The Class Action region opens

Hearingl Final Action Mo Hearingl Final Action After HearingT Civil ActiunT Cunaulidatiunl ClusureT Class Action l d

Dates

Filed Farmal Class ,|7|— Date Class Members Notified ,7
Forwarded to EEOC ,7 Mumber of Complainants ,7
Agency Briefto EEOC ,7 Diecision
Date AJ Cert Decision | ‘
Date Agency Received
Hearing Date Diecision
\

Date AJ Decision |

Date Agency Received

32 | Enter dates and data in the data fields using the LOV or typing in
the information.

33 Save your work.

34 | Click each Taskflow Button as appropriate. After completing each
selection, save your work and select the next Taskflow Button as
needed.

Corrective Actions Appeals

Claims

Complaint Peaple

Caontact Info

Fersan

Agency Appeals

Continued on next page
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Entering a Formal Complaint, continued

Taskflow Buttons

Taskflow Button Description/Action
Complaint With the cursor in the Role Column, click the drop-down
People menu and select a role. Complaint People can have

multiple roles.

%
Code Description
20 Administrative Judge (A)
30 Agency Representative
35 Alleged Discriminating Official
40 Analyst
al Complaint Rep (Attorney)
60 Camplaint Rep {Mon Attorney)
70 Complaint Rep (Other Legal)
a0 Complaint Rep (Union Rep)
40 Caounselor
100 Investigator
110 Witness
9499 All
i +

Eind Ok Cancel

With the cursor in the Name Column, click the LOV
icon to select the name. Input a Start Date.

_ Rale SEN Start Date End Date
‘ J|ADR Facilitator 01-MAY-2003

Continued on next page
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Entering a Formal Complaint, continued

Taskflow Buttons (continued)

Taskflow Button

Description/Action

Claims

See Chapter 3, Initiating a Pre-Complaint, for entering
Claims data (Claims, Bases, and Incidents).

IPDCJC

Claim D

Statute

ADR

Use the LOV to enter data in the Stage, Resource,
Technique, and Outcome data fields. Enter dates in
ae Started and tended.

ADRs

Alternative Dispute Resolution (ADR)

Continued on next page
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Entering a Formal Complaint, continued

October 2005

Taskflow Buttons (continued)

Taskflow Button

Description/Action

Corrective
Actions

Action Type

Corrective Action Details

Category

Payment Type Amnount Phase

Scroll to the right to view the remaining Corrective

Actions Details columns.

Click the PFE and Non Compliance tab to view the

alternate region data fields

FFE and Mon-Compliance

~ Petition for Enfi

Decision
AG Received Dec

Agency Brief Due [
Agency Brief

AG Brief Forwarded |

Decision

Docket Mumber |

Received |

~— Non Compl
ComplRep Req

Agency Notified [
EEQ Req Data
Org Forwarded Data

Decision Implemented

Compl Reinstated

Stage Compl Reinstated

CATS: Entering A Formal Complaint

Continued on next page
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Entering a Formal Complaint, continued

Taskflow Buttons (continued)

Taskflow Button Description/Action
Appeals eals Details

Case Files Briefs
Dates Dates
Agency Received Request Agency Received Appellant Brief
Case Files Due Appellant Brief Forwarded to Org
Case Files Forwarded — Organization Forwarded Brief to Agency

Agency Brief Due

Agency Brief Forwarded

Appeal Decision
Dates

Appeal Decision Decision

Agency Received Decision

Forwarded to Org

Click the Request for Reconsideration tab to view the
alternate region data fields

RFR Docket Number |
RFR Requested by |

Dates

Agency RFR Suspence [

RFR Date |

Agency RFR Brief Due [

RFR Forwarded to Org [

Org Forwarded RFR to Agency [
Agency Forwarded RFR to OFO [
Date RFR Decision — Decision

Agency Received RFR Decision
RFR Decision Forwarded to Org [

Continued on next page

CATS: Entering A Formal Complaint Mod 11, Chap 4, Page 12



11i October 2005

Entering a Formal Complaint, continued

Taskflow Buttons (continued)

Taskflow Button Description/Action
Agency Appeals

Appeal Details

.~ Case Files Briefs

Agency Received Reguest Agency Brief Due

Case Filss Dug | Agency Brief Forwarded |

Case Files Forwarded Agency Received Appellant Brief

-~ Appeal Decisi

Appeal Decision Decision

Agency Received Decision

Forwarded to Org

Click the Reconsideration tab to view the alternate
region data fields

RFR Docket Mumber |
RFR Requested by |

Dates

Agency RFR Filing Due

RFR Date

Agency RFR Brief Due

RFR Forwarded to Org

Org Forwarded RFR to Agency
Agency Forwarded RFR to OFO

Date RFR Decision Decision

Agency Received RFR Decision
RFR Decision Forwarded to Org

Continued on next page
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Entering a Formal Complaint, continued

Taskflow Buttons (continued)

Taskflow Button

Description/Action

Person

T

he People Window opens.

=

EHEALCR _—
FHIESGIPDCY Person Types

Employee

Identification

Personal

Birth Date |16-JUN-1969 Age
Town of Birth Status

Region of Birth Mationality
Country of Birth Registered Disabled

Effective Dates

{11118 06-SEP-2002 T [ E FIEM06-SEP 2002 N

Click the <Address> and <Phones> buttons to update
the information.
Note: Do not use:

e <Extra Information>

After you complete the appropriate Taskflow Buttons,
click the Save icon and exit form
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